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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Charlotte Coron
	SUPERVISOR'S CLASS: Administrative Officer II (RA)
	personnel analyst: Andrea Riley
	personnel date: 09/30/2014
	PERCENT OF TIME: 















 
35%
	activity: POSITION SUMMARY:

Under supervision of the Chief of the Administration and Program Control unit in the Bay-Delta Office performs duties in the areas of contract administration, purchasing, and facilities.  

ESSENTIAL FUNCTIONS:

The position requires the incumbent to be able to analyze data and present ideas and information effectively, analyze problems and take effective action; work under pressure and time constraints; handle changing priorities; establish and maintain cooperative working relationships with those contacted in the course of work; communicate effectively both orally and in writing; maintain regular, consistent, predictable attendance; and, exercise good judgment.  This position requires the incumbent to work cooperatively with others, maintain regular, consistent, and predictable attendance, exercise good judgement, and maintain good writing and communication skills.  The specific essential duties are:

Serves as the Division's Contract Administrator.  Coordinates with program managers on Center Led and Architecture & Engineering (A&E) contract coordination.  Originates and presents reports to management on contract funding balances.  Reviews invoices and claims for consistency and conformance with established work agreement funding sources.  Generates reports to resolve funding issues by reconciling commitments and expenditures.   Executes SAP service entries ensuring correct funding is used in processing invoices.  Tracks invoices, payments, reimbursements and funding sources in SAP to monitor contract balances and ensure compliance with the State’s contracting rules and regulations regarding prompt payment provisions and small business preferences to prevent severe financial penalties for the department.  Reviews funding needs for all contracts and creates, reviews and modifies SAP service requisitions and funding strips for all Architecture & Engineering (A&E) contracts to ensure proper funding is used and 
	classification: Staff Services Analyst (General)
	appointee: vacant
	dwr position number: 1302-5157-002
	sap personnel no: 
	sap position number: 50044752
	division: Bay-Delta Office/Administration & Program Control
	mcr: 1
	percent2: 








20%   
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10%








	activity2: ensure no funding is lost due to funds reverting.  Coordinates with the Contract Office on all other service requisitions and funding strips by analyzing funding and ensuring funding strips are completed in a timely manner to prevent loss of funds.  Ensures funds are disencumbered from requisitions and purchase orders for expiring contracts at the appropriate time.  Maintains a close cooperative relationship with the Center Led and A&E Contracting Offices by attending regular meetings and correspondence with subject matter experts to ensure consistent implementation of Center Led and A&E contracting processes with the Bay-Delta Office.  Maintain historical records for contracts. 

Reviews the Office's annual IT Procurement Plan and subsequent addendum and notes any deviations from the plan when processing requisitions.  Maintains a close cooperative relationship with the Purchasing Office and DGS when necessary to ensure Office needs are met, especially the time sensitive and critical needs for specialized equipment and supplies.  Reviews and analyzes all commodities and IT purchase requests for accuracy and completeness to determine availability of funding and verifies appropriate cost objects.  Coordinates with program managers in the creation of justifications for purchase requests and conducts research when further data is needed.  Assists requestor in soliciting quotes from vendors to attain fair and reasonable pricing.  Ensures CMAS, SBA, and DVBE vendors are utilized where appropriate.  Provides guidance and follow-up when non-competitive bid (NCB) purchases are needed.  Prepares customized spreadsheets to analyze and make recommendations regarding expenditures, funding, and purchasing status.  

Creates requisitions for commodity, IT, and CAL-Card purchases in SAP ensuring correct funding is used.  Analyzes the need for and submits Help Desk Ticket for requests for Material Master numbers, Vendor Data Records or Asset Numbers when necessary.  Secures purchase orders from Purchasing Services Office and disseminates information to requestor and vendor as necessary.  Reconciles invoices by processing service entry sheets ensuring proper cost objects are used and resolves billing discrepancies with Program Managers and/or Accounts Payable Office.  Assesses use of Office CAL-Cards for emergency or incidental purposes, as an alternative to normal purchasing procedures.  Utilizes APCO Cal-Card for both APCO and other Bay-Delta Office purchases when necessary.  Makes sure that the office copiers are maintained, supplies are ordered and invoices are paid.  Maintains accurate and up-to-date log of all purchasing transactions in the office electronic files and files hard copies for historical reference. 

Originates and provides recommendations to program managers on correspondence associated with payments, payment authorizations, payment memos, billing and crediting, contractor disputes, accounting transactions, budget actions, and fund transfers.  Consults with, advises, and makes recommendations to program managers on potential impacts to their programs caused by deficiencies or incorrect charges.  Creates comprehensive tables and graphs depicting historical, current, and future records on division activities, utilizing Microsoft Excel and other Microsoft-based programs.  


	percent 3: 5%
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5%
	activity3: Manages effective space utilization, and makes recommendations to management on assignment of space.  Reviews and analyzes all Requests for Building Services for completeness and accuracy and submits to the appropriate office.  Appraises building maintenance needs and determines 
proper handling through formal work order request or direct trouble call to the Building Manager, 
Facilities Management, or Telecommunications Office.  Evaluates and prepares space planning requests for office relocation, refurbishment, or moves.  Assesses facility, telecom, IT, and electrical logistics to develop plans and make recommendations to management.  Coordinates office moves as liaison to Facilities Management and Telecommunications Offices.   Inspects all areas for ADA and State Fire Marshall compliance.  Coordinates deliveries and surplus of furniture and equipment.  Maintains current office floor plans and records details of occupant, telecom data, key control, furniture, and equipment.  Submits signage orders for room, corridor and lobby
directories.  Maintains security, distribution, and inventory of hard keys for rooms, offices, and corridors.  Maintains accurate and current property inventory in coordination with section Equipment Custodians.  

OTHER RESPONSIBILITIES :

Provides general administrative support in performing the more routine tasks as assigned by the Administrative Officer and APCO staff.  Researches, gathers, and analyzes information to prepare various management reports, spreadsheets, and correspondence to assist in management decisions.  Maintains files, logs, and reference library pertaining to areas of responsibility to ensures documents are secured, kept current, and in an orderly manner.  Acts as Lead and contact for the Records Inventory process.  Represents the office in meetings and on committees to provide or convey information in areas of responsibility.  Provides employee check disbursement as necessary.

Assists other analysts with planning, organizing, coordinating, and analyzing the budget development and program control activities as the need arises and time permits.   

Serves as Hazardous Materials Representative and works with the Health and Safety Office to conduct investigations, as needed. 

SPECIAL REQUIREMENTS:

Knowledge of personal computer and Microsoft Office especially Excel is required.


	supervisor name: 
	employee name: 


